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Mo este en Co Tica a 
works with information. Circle PV iw ete — ves! ALL of 


machines that you think are computers. these dre 
ee Be eee : << computels 


1 


983 


SST 


Many machines have computers in 
them. You use some every day in your. 
home or in school. They help you solve 
problems or make daily tasks easier. 


_ Draw a circle around the machines that _ 


remote control 















COMPUTER works with BET. Data is 
information you put into a computer. Data 
can be numbers, words, or pictures. 

A computer stores data in its FRSntyeg. 
Computers with more memory can store 
more numbers, words, or pictures than 
computers with less memory. 


The data that you give the computer is 
called | input f Input is the numbers, 
words, or pictures that you put into 
the computer. 


Here are some computers you have 
probably used. What do you think the 
input is for each one? 


The input for a telephone is 


The input for a Nintendo game is 


The input for a TV remote control is 


The input for a desktop computer is 


What if a 






Computers work on, or [Rfgfeesy, the 
data to solve problems. Computers can 
do things over and over again and 
never get tired or bored. 


Put aW next to those things that you 
might find tiring or boring to do: 


Count to 10 

Count to 1,000,000,000 

Write a letter to your friend 

Write a letter to everyone in your school 


Find out if your town has a street 
called Main Street 


Find out how many towns in the United 
States have a street called Main Street 


ene) 


The instructions that a computer uses 
to process data are called [Pe Tenen - 
People write these programs. There are 
Special programs that solve special 
problems. 








floppy disks 





= 





: Classy Purple Umpire 





Central Processing Unit 





Computer Party Uniforms _ When a computer finishes processing 


e - the data, you get [ERRryig. Output is 


what the computer puts out when the 


| job is done. 





nput eocce y 
Processing 
a >Output 


Using a computer needs only three 
simple steps: 


@ INPUt is the data that you give 
your computer to work with. 


6 PrOcesSING is the work that 
the computer does on the data. 


® output is the answer, or what 
comes out. 


Now let's see if you can figure out the input, processing, 
and output for these everyday things. 


Machine INDUt PE processing I output 


oO typewriter blank paper typing typed letter 
63 sharpener sharpening sharp pencil 
& oven batter baking Cy 

& toaster a toasting 

@> blender eM MT a a a ek Shake 
© sewing material & thread 


Try making up your own: 


GC = 
oO 











what if a 


fardware 






s0Mce hardware fastivehielues 
any part of the computer that you can 


touch. It is hard, so it is called hard- 
ware. If it were wet, you might call it 
wetware. But computers are hard, so 
we call them HARDWARE. 





a The Baveteeteom has a whole lot of 


keys on it. These keys are buttons. 
Each key has a letter or number or 
symbol or little word on it. By pressing 
on these keys, you tell the computer 
what to do. 










2) This is a computer [RGRAES. It looks 


somewhat like a real live mouse. It has a 
short body and a long tail. A computer 
mouse doesn't do anything that a real 
live mouse does. A computer mouse lets 
you input data into your computer. To 
use a mouse, you move it around on a 
desk or table and click the buttons. 











Tih Lit 
Lit iT 
| = ad 


esl. 






O ini is a GRR e. CD-ROM & This is a [REYitaa. t reads words, 


stands for Compact Disk Read-Only pictures, or numbers on a page and 


Memory. It can store data and programs changes them into a form that a com- 
just like a floppy disk except for two big — puter can understand. 


differences. CDs are “Read-Only,” so you 
cannot add any data to them, and CDs 
store much more data than floppy disks. 














Oriisis. 5 
Melavexaam. It looks like a pen. 


You can use it like a pen on a special 


pad. Whatever you write on the special 


pad will go into the computer. © This is a REG. It lets you use 
your computer to talk to other 


computers over the telephone lines. 










what if d 





HIS is a keyboard. You really have 
to learn keyboarding if you are going 
to use a computer. Each key is like a 
button, and you have to press the keys 
to input into the computer. 


Look at the keyboard. Find the 26 
letter keys that are in the middle, 
divided into three rows. 


& Which 10 letter keys are in the es Write your full name. 





top row? 
Oon the picture of the keyboard, 

ey Which 9 letter keys are in the draw a circle around each key 

middle row? 

name. 
& Which 7 letter Pevcarenathe © Draw a big circle around all the 
: number keys. 
bottom row? 





@ 
@ 
e@ 
@ 
e 
@ 
e 
& 
that has a letter that spells your : 
S 
@ 
@ 
@ 
@ 
@ 
®@ 





| delete 


® 
The long thin key on the computer 


Bee space bar | 


What do you think this key does? 











This big key is the [iiecacatm. On 
some computers, it says itaeham. The 
Enter key is very important. It lets you 
move to the next line when you are 
keying words into a computer. It is also 
the key that you press when you want 
the computer to do something. You 


ENTER a command into the computer Ee 


with the Enter key. 

















This is the [Eiiimanca 

nothing by itself. a have to press the 
shift key and a letter key at the same 
time to make a capital letter. 





Write your name again using 
CAPITAL LETTERS. 








the oe you have o ee < the So S 
the same time. For eres if a 


This is the Escape key. 


n item bee ow, ae the yo - t would be keyed 
S What do you think the ESC key does? 


oe shift f= : oe 
_@ shift 4$= _ - 7 


© : ( : i. Yes, indeed! when you need to 


| oO Hit Sho get - fast, you press escape! The ESC 
| | key will back you up or get you out of 
© chit 7 S o most commands in most programs. It 


is a handy key to use when you feel 


r | . 2 . trapped or stuck in part of a program. 








HIS is a computer mouse. 
You learned that the computer 


mouse Is an input device. 






You push the mouse along a desk or on 
a pad next to the computer. When you 
look at your computer screen, you will 
see an arrow or shape or picture. This is 
the SUEY. It tells you where the 

next letter, number, or symbol will 
appear on the screen. 


Cursors come in many shapes and sizes. 
Sometimes a cursor is just a small line 
like this . The cursor often blinks. In 
some programs, your cursor will be a 
rectangular box like this Bi The cursor 
tells you where you are on the screen. 


This is what the mouse looks 
like upside down. The mouse 
has a ball underneath it. 
Draw an arrow to the ball. 











@ 

@ 

& 

@ 

@ 

@ 

® 
When you use a mouse, the cursor on e 
the screen will move exactly the same @ 
way you move the mouse. This is ® 
@ 

® 

@ 

® 

8 
@ 
® 
® 
@ 


called (RRSTEnrn 
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Find the buttons on the top of .the 
mouse in the picture. Sometimes a 
mouse will have one button, some- 
times two, and sometimes three. This 
mouse has two buttons. 





ap Put a big letter L in the left Se . 
button. 












te oe item ibe V, 1 
action in the correct place. Mouse pM 
actions: DRAG, CLICK, POINT, ESCAPE 







by moving the mouse 
along the pad to get the cursor 
where you want it. 





> Li by pressing the Jett 2 2 by holding the mouse | 
EE? mouse button to tell the computer button down as you move the a 


| ee mouse around thepad. = (att 









{Jonitors ana 
Printers 


ee you know all about input devices. 
What about getting the data out of the com- 
puter? There are two common ways to get 


your data out. These e}tigeytimelautascg are 


monitors and printers. 







The is the screen that Is 
part of your computer. It is like a tele- 
vision screen. That's why a monitor is 
Some computers have color monitors often called a [Sew 

and display your output in color. Other @ @@@@@ @ @ @ @ e 
computers can only show your output 
in shades of one color. When you key 
in letters, you will see them on the 
monitor. 





- Unscramble the letters on each computer screen 
column and print the words on the printer column. 
The first one is done for you. 





You can have the computer print your 


output on paper. A will take 
the output from the computer and 


make a Mukldemee)o on paper. 









what if d 


oftware 


ix EMEMBER when you learned about 
hardware? That was easy. Hardware is 
hard. is a bit trickier. 
Software is not soft. It is not hard. You 
can’t touch software. Software is the pro- 
grams that tell your computer what to do. 





Let's go back to 


Procesting 





Correct! Software does the processing. 

It takes your input and turns it into 

output. The games you play and the 

4 ; programs that teach you new and 

ae a _- interesting things are software. 

5 tore fe : 

_ counting oe The is what makes 

bi the computer run. It tells the computer 

which program to run and how to store 
~ your data in an organized way. You can 

- print the think of the operating system as the 

work order police officer of the computer. 

Now! SS A Mechta 


2 



















Fn save a file to oC disk ee 
[] play a chess game 





ger er 
SS 


‘ool Software 


OOL SOFTWARE does all those boring 
tasks that we mentioned earlier. There are 
many types of tool software that you can use 
on your computer. The type of software you 


Draw a line to connect the need depends on the job you want to do. 


software to the output. 


(oral P 
revere is for 
column 


ep Ae hy 


DISNEYLAND _ CALIFORNIA 
STATUE OF LIBERTY NEW YORK 
ALAMO TEXAS 


GRAND CANYON ARIZONA 
DISNEY WORLD FLORIDA 



















‘ 


fraphical 
User Interfaces: GuUIs 


OW do you tell the computer what to 
eCevee Cotmeires Graphical User Interfaces fey 
KelgieW. Let’s call them “gooeys” for short. 













GUls use pictures or graphics to help 
you tell your computer what todo. The = GUIs also use pull-down menus to 
pictures are called RR}. The icons help you tell the computer what to 
look like what you want to do. You use do. A menu looks like this: 

the computer mouse to point and click 
on the icons. 


FILE EDIT FONT HELP 





You can use your mouse to point and 
click on menus. Using a mouse you can 
drag or “pull down" the menus to get 
more choices. If you pull down the 
FILE, you get this: 


aime EDIT FONT HELP 


SAVE 
PRINT 


































erie 





Choose words from the word list 
to fill in each blank. 


@ The parts of the computer that you can touch are called 
@ When you give a computer information, it is the 
€) Computers take and data to solve problems. 


@ When the computer has solved the problem, you get the 


to look at. oe sea 


ee Two output devices are_________, which look like TVs, and 








, which give you your output on paper. 


ee A_________is an input device that you roll on a desk or pad 


to move the cursor on the screen. 


on the keyboard. 





& The button on a mouse is like the 


© mouse.4a mouse you have to. nd 


to tell the computer what to do. 











friends ask you to write to them while you 
are away. They want to know about your 
travels and adventures. How can you possibly 


to have adventures? Aha! You can take your 
portable computer with you. Then you will 
be able to use your word processing skills to 
write letters to all your friends. 


Word processing is more than just 
keyboarding. When you use word pro- 
cessing, you can write one letter and 
then edit it for each of your friends. 
That way, each friend will get a person- 
al letter without your having to write 
each one from the beginning. 


There are special words that you need 
to know in order to do word processing. 
The letters, numbers, and all the special 
signs that you see on the keyboard are 
called RUFTetSR. Characters make When you key in a document for the 
up the words, or Ete), of what you key first time 










are 


in. The text is called a Mffetiitcnra. nce a. 


a ee a ee ee 





@ Write a letter to one of your friends. 
& Write a letter to twenty of your friends. 

& Pack your suitcase for a two-week trip. 
& Make a checklist of things to pack for a trip. 

5) Plan an itinerary of where you will be going. 
© Pack your car for the trip. 


eB List the things in your car that should 
be checked before you make a trip. 


© Telephone the hotels where you will be staying 
to confirm your room reservations. 


NOW thdt you 


© Write a journal during your trip. UNderftaqnd Which 
tasks you cdN use 
© Draw pictures of the sights and the people word proceffing 
you will meet during your trip. for, Let’ fee How 
it Works. 
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a 
ei 


what if arry¢, ii —— 
MCSA 























he Cursor 


mall and want to have a snack. You don’t 
know where the food is. What do you do? | 
You look for a map of the mall. On the map | 
you see a restaurant. But where are you? 
You look for the little colored square that 
says “YOU ARE HERE.” 






That little colored square is like a 
on a computer. The cursor is 

a place holder. Sometimes it appears as 
a blinking line. As you key in charac- 
ters, the cursor moves along the line to 
show you where the next character 
will appear. 


You can also move the cursor around 
by using the arrow keys or the mouse. 
eoveeeeeeeeeeee® 
The cursor is the square around the "D" 
in the first line of the letter on the 
opposite page. Follow the directions 
below and place a square around the 
character the cursor would be on. 




















D|ear Tanya, 











We have been in the car forever. All we have seen for two days is corn. 
Sitting on the hump between Emily and Michael is no more fun than 
sleeping in the same motel room with them. Oh, they really aren't so 
bad. But if | have to listen to any more Raffi tapes, | think | will scream. 
Good thing you let me borrow your Game Boy cartridges. 











Yesterday, Mom and Dad finally told us all the places we are going to. 
Take a look at this list. This is going to be one long car trip. 









Sioux Falls, South Dakota 
Rapid City, South Dakota 
Cody, Wyoming : 
Teton Village, Wyoming 
Salt Lake City, Utah 
Reno, Nevada 

Yosemite, California 

Los Angeles, California 
Las Vegas, Nevada 

Grand Canyon North, Arizona 
Bryce Canyon National Park, Utah 
Durango, Colorado 

Salina, Kansas 

St. Louis, Missouri 

Columbus, Ohio 



















| miss home a lot. Don't forget to feed my fish. 






Your friend, 














what if ayaP 






: abs and 
Indents 





aa can use the arrow keys to move your cursor 
around space by space. But suppose you are 
keying in columns of numbers? You may want to 
move the cursor more than one space at a time. 
Then you use the key. When you create a 
document, you can decide how many spaces will 


a 


make up one tab. 








eeee6 0 

® @ 

@ Tab = 5 means that the Tab key will move the cursor 5 — @ 

@ spaces to the right. The spaces look like this ----- @ 
© Now it is your turn. For each item, draw in the spaces e 
< or fill in the number that each Tab Is equal to. . 
S e 
® ® 

Tab. =°2 
- © : 
@ @ 
9 @ Tab = [as ------- @ 
@ @ 
© Ow- ae : 
@ @ 
@ @ 
@ @ 
@ 


























This line was keyed in using the Tab key 


first. See how the letter "T" is 
five spaces from the margin? 


But suppose you want to indent the 
whole paragraph. An indented paragraph 
catches a reader's attention. Would you 
have to press the Tab key at the begin- 
ning of every line? OF COURSE NOT! 
Remember, you are using word process- 
ing. Different word processing programs 
have different ways of giving the 


Taelaaias COMMand. 





: You ae two people te joungest person rolls 
‘the die. The number rolled is 1 e number of spaces 
the TAB will be for the game. Each person takes _ 

turns picking a card. If you. pick TAB, move that 
number of spaces around the outer circle. If you 
pick INDENT, move to the i inner circle, Continue 
picking cards and moving until someone picks 
another INDENT card and moves to the HOME 
circle. The first to get HOME is the winner. 
eo0eeeeee 





ep 





Maria 














OUT OF GAS! 
Miss 1 
turn 






FLAT TIRE! 
Miss 1 turn 






GOOD MAP! ‘ee 
Take extra turn HOR 


| Take extra 
turn 
DETOUR! >, * 
Miss 1 turn y 


SHORT 















SHORT 
CUT! 
Take extra 

turn 





























DETOUR! 
Miss 7 turn 






















CUT! = 
Take extra Fe RENORETE ia a 
turn OUT OF GAS! Iss 1 turn 












GOOD MAP! — 
Take extra turn 


Miss 1 turn 


GOOD MAP! 
Take extra 





FLAT TIRE! 
Miss 1 turn 





OUT OF GAS! 
Miss 7 
turn 






DETOUR! 
Miss 1 turn 





GOOD MAP! 
Take extra turn 





OU can make your letters home look | 


special by changing the style of the letters 
that you use. STOP NOW! Did that get 
your attention? These different styles of 


type are called [ijitey. Each font has 
Emer on 





is a measurement of how big 
the font will be. The larger the number, 
the bigger the characters. The larger 
the characters are, the fewer of them 

will fit on a line. 

Below is a word shown in different 

point sizes. Under each size is a ruler. 

Count how many characters fit into 












an inch. 





ry 





iting a 
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Document 


U have written your first letter to your best 


friend. But what about the rest of your buddies? You 
know that Ruth is not interested in the same things as 
your softball teammates. What to do? You can edit by 


deleting, inserting, and copying and pasting text. 


Let’s begin editing the first letter that you wrote. 





First, you want to take away the sen- 
tence about feeding your fish because 
only Tanya is taking care of them. To 
take away a character or a group of | 
characters, you must them. 
You can delete by pressing the arrow 
keys i in the direction of the mistake 
until the cursor reaches the character 
to be deleted. a | 


ee a mouse, just point to the 
character you want deleted and click. 
When the cursor is in the correct posi- 
tion, press the key. The charac- 


ter disappears, and the remaining char-_ 


acters on the screen rush in to fill its 
space. You can keep pressing the Delete 
key until you have taken away all the 
characters that you don't want. 





deLeting text 





Here is the sentence from the letter. 
The square is the cursor. It is in the 
right position to delete. 


[miss home lot. [D]on't forget to 
feed my fish. 


If you press the Delete key, your 
sentence will look like this. 


| miss home a lot. on't forget to feed 
my fish. 


To delete the rest of the word Don’t, you 
would have to press the Delete key four 
more times. (With some computers, you 
put the cursor at the end of the word 
and backspace to delete each letter.) 









Now it's your turn. Foreachitem 
below, the cursor is on the first letter of 
the word to be deleted. 


In the box at the end, write how many 
times you would press the Delete key 
to delete the word. 


ite 











inserting text Ludecscine 


HEN you deleted characters, the 
remaining text on the line moved closer 
blank spaces. DO NOT LOOK AT IT YET!! 


together. When you er ean Cover it with a piece of paper now. 
old characters make room for the new First fill in your own words in the 


On the right below is a letter with 


ones. You move your cursor, using the blanks on the left. In case you've 
forgotten, here's a reminder of what 


arrows or pointing and clicking with your 
adjectives and nouns are. 


mouse, to the place on the line where you 


need to insert the text. Then you key it in. An adjective describes something or 
Watch all the other characters move over. someone: pretty, hard, smooth. 


A noun names a person, place, or 
thing: tourist, hotel, film. 


Fill in the blanks with the words called 
for. Then insert your words into the Dear 
letter at the right. Draw a cursor, a 






. _Yest inally stopped c 
rectangle, around the first letter of the estelday Mo he nee 
word you are inserting. eo 

5 


‘ a hot summer 
& name of friend: 


lots of 





amusement park: ' 


dogs, pizza, and cotton candy. AT 


NOUN: Se like a 
Cue 


aaa a The roller coaster is sure to make 
adjective: ee 


noun: 
noun: __ when w 
7 i 5 


plural noun: Your friend, 


o0o0co0800 8 
> 
a 
o 
S 
2 
2 
= 
a 
2 
3 
= 


your name: 


what if Nol ge ; a 


eine 


A Opying and 
Pasting Text 








OU have been traveling in the car for weeks now. Can 
you believe it? You know every single word to the song 


Ad 


“Clementine.” You want to write the words in your letter 
to Aunt Janice. The bad part is that the song has many 
verses. The good part is that the words to the refrain, 
repeated between each verse, are the same. You will be 
able to use the commands in your word 


processing program. This is how you do it. 


Move the cursor to the first character you want to copy. 
















Ojh my darling, Clementine oh my darling, oh my darling 





ey Highlight all the words that you want to copy. 











Oh my darling, Clementine oh my darling, oh my darling 





&? Press the command key. Your words have not 
moved yet. This is what you will see now. 





Oh my darling, Clementine oh my darling, oh my darling | 








@ Move the cursor to the place where you 
want the words to be inserted. 


Oh my darling, Clementine oh my darling, oh my darling 














& Press the command key and TA DA! 


Oh my darling, Clementine oh my darling, oh my darling 


Oh my darling, Clementine oh my darling, oh my darling | 





Highlight the refrain by drawing a box 
around it. Then draw a cursor 

(a rectangle) at each spot where the 
refrain should be copied. 





Verse 1 In a cavern, in a canyon, excavating for a mine, 
Dwelt a miner, forty-niner, 
And his daughter, Clementine. 


Refrain Oh my darling, Clementine oh my darling, oh my darling 
Thou art lost and gone forever 
Dreadful sorry, Clementine. 


Verse2 Light she was and like a fairy, 
And her shoes were number nine, 
Herring boxes, without topses, 
















Sandals were for Clementine. 


Verse 3 Drove she ducklings to the water, 
Every morning just at nine, 
Hit her foot against a splinter, 
Fell into the foaming brine. 


Verse 4 Ruby lips above the water, 
Blowing bubbles soft and fine, 
But alas, | was no swimmer, 


So, | lost my Clementine. 


rearc. INO and 
Replacing 








OU finished typing that whole letter to Aunt Janice. You 
look at the screen and realize that you have a problem. 


You mixed up some of the words in the refrain. And the 
mistake occurs all through the song since you used the 
copy command to insert the refrain between all the verses. 





By now you know that word processing 
will have a command to help you solve 
the problem. It is a command called 


Search and Replace § 


When you begin to search and replace, 
the computer will ask you what char- 
acters you are searching for. After you 
enter them, the computer will ask you 
what characters you want to replace 
them with. Here is how it works with 
“Clementine”: 












Saree), 
eis a0 Xe 
Look back at pages 31 and 32. Draw a 


circle around each line on those pages 
that the computer would search for 





and replace. 








What if av orc ’ 
Processing 


See 


Javing an — 
Printing 


A have finished writing a letter and 
naturally you want to print it out so that 


you can mail it. But first you have to BEM 








your document. 


Try to give your documents names that 
tell what they are about. Document 
names should also be short. Many 
computers only allow up to 8 characters 
for a name. For some computers, you 
cannot use spaces in a document name. 





Here is one document name you might 
use: LETTZACK. The letters LETT tell 

you that the document is a letter, and 
the letters ZACK tell you that the letter. 
is to Zachary. 


Then press the Was command key. 
The computer will ask you which file, 
or document, you want to print. Enter 


the file name and press Enter. 





« 
sa Here are descriptions of some documents. & 
F e Circle the best document name to print each one. & 
e ® 

e 

@ 

@ 


2) Letter to Uncle Richard. 


oe Letter to the softball team. 
PRINT FILE: a. LETTUNC b. TRIP c. AIRPLANE 


. PRINT FILE: a. LETTFLY b. FLYBAL c. LETTTEAM 
@ 
e © Letter to your teacher, Mrs. Smith. 
ES e PRINT FILE: a. SMITH b. LETTEACH c. CLASS 
® 













rue or False 


Read each sentence. Decide whether it is 
TRUE or FALSE, and circle your answer. 























Dif erent styles of type are oe fonts. 


| TRUE FALSE 


Ce e If you wanted to add a new sentence 
— sta letter, you would copy and paste. 
Bio TRUE FALSE 








ew then you save a document, you try to 
_ name it after your older brother. 
TRUE FALSE 
- When you add characters or text, 
- you are inserting them. TRUE FALSE 


te s, numbers, ; and special signs that 
on psatonris are called characters. 
T PRUE ae 





© To erase a five-letter word, you would 
press the Delete key four times. 
“TRUE. FALSE 


@ To correct the same mistake through- 
out a 10-page letter, you would use 
the search-and-replace command. 


TRUE FALSE 


© You can move the cursor by using the 


arrow keys or by pointing and clicking 
the mouse. TRUE FALSE 


© The Tab key moves the cursor one 
space atatime. TRUE FALSE 


© When you type a document for the 
first time, you say you are editing 
adocument. TRUE FALSE 








ESKTOP PUBLISHING software is a 


computer tool that is used to make the 












newspapers and magazines that you see 
every day. When you see words and 
pictures, or and Piigteastes, toge- 
ther on a printed page, it is likely that 
desktop publishing was used to design 


and make it. 


Put a check mark next to the item if you think that 
desktop publishing was used to make it. 


Just a few years ago, it took many, many bq 


people to publish a travel flier. People 
worked for years to learn how to 


become typesetters, printers, and inkers. La 
Now you can do all these jobs using a 


computer. You can use desktop publish- 
ing to make a travel flier. , ) : 











ierms You Need 
to Know 


|e are many special words that are 

_used in desktop publishing. You are going 
See the large words at the top of this ; 
page? They catch your attention, don't 
they? Those words have a special 
name because they appear at the head 
of the page or at the oe es a 
story. They are called (iPetliires. 


_ to learn four of the most important ones. 


You want to design your headlines to 
be eye-catching. That is what makes 
people want to read further. In differ- 
oo ent desktop publishing software, head- 
er lines are called by different names, but 
they are basically the same thing. 



























As you have been reading this page, you 
have read the next term in desktop pub- 
lishing: (4c. Text is the words that 
tell your story. Remember that by using 
different fonts and point sizes you can 
make your text look different and more 
expressive. 


Now take a look at the picture on this 
page. Pictures are called [Eizfanien. 
There are many kinds of graphics, 
including graphs, pictures that you 
draw, photographs, and "ifueyea. 
Clip art is pictures that you can find 
on floppy disks. 








resigonin 
‘Travel 





You are going to be visiting many places 
on your trip across the country. Sitting in 
the back of the car, you have been looking 
at the travel fliers of the places you are 
going to and those you have already 
visited. Now it’s time for you to design 
your own travel flier. 


front page 


1. One headline that gives the name 


| attraction ‘Special. 


3. One graphic yo epee 
| enjoying this place. — 


what if 


a 
lier 





| Designing means laying ‘out t 


_ two pages for you to design. 





: You me) Ce your. flier 








_ of the place or sight-seeing attra chen 


2. The text that tells what makes the , 


, directions to a d 

















Get a blank piece of 8 1/2- -by- A 
paper. This will be your flier. It will hay 


is page 1 and the back is pag ‘ 
*r to inc 





3. Bne graphic, a map, showing 





eg ta 


On one page, you might put the text 
above the graphic. On the other, the 
text might be below the graphic. These 
are the decisions a designer would 
make when creating a travel flier. 


On a blank sheet of paper, trace all the 
shapes on the next page twice. Cut 
them out and paste them on the front 
and back of the page you are using for 
your design layout. 
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riting 


OW that you have decided what the 


flier will look like, it is time to fill in the 
actual headlines, text, and graphics. 





Let's start with the front of the flier. 


what if 





Travel Flier 


What places do you know about or 
would you like to learn about? How are you going to ues the 
place you have chosen? Write some of 


Write some ideas below. 
your ideas below. 











Now decide which place you will write 

about. Put a star next to its name. 

Then write the name as a headline in 

the appropriate space on your layout. 
eeceeeeeeeoeeeoeeeeeee8 00 @ 


: On the back page you have to fill in a 
@ headline and text again. The text that 
@ you write should be directions to the 
attraction in your flier. Try writing your 
directions in the space at the right. 





When you decide on your final text, 


copy it in the appropriate space on 
your layout. 


When your directions are clear, copy e 


them and their headline onto the 
spaces on your layout for page 2. 


v 
reer 
er 


Wraphics for Your 
‘Travel Flier 


rn DONE! That was a lot of fun. Let’s 
look at what you’ve got. Hey wait! There 


You have two graphic spaces, one on 


eames are no pictures. We forgot all about the 
can be original pictures that you draw [Mepwevo)al (oxwum st-(el qu com eatemelashuativem oley-tuem 


or clip art. Clip art is a collection of 
graphics that you can find in books or 
on floppy disks. Clip art can be cut or 
traced out of books and put into your 
publication. 


_|f your flier was about the Pennsylvania 
Amish Country, you might look for pic- 

tures of children riding in horse-drawn 

_ carriages, or tables filled with shoofly 
pie and apple pandowdy. Write a 
picture idea for an attraction or area 
of each state below. 


@ Texas: 





@ Rhode Island: 
6 Minnesota: 








| 


Now your job is to fill the graphic 
spaces in the flier. On page 1, you will 
use clip art or an original drawing. On 
page 2, you need a graphic of a map. 
You may use a map you draw yourself 
or find a map to cut out from a maga- 
zine or a book. Please remember that 
your graphics must fit into the graphic 
Spaces on your design page. 


a ( ane 
mae = 
Ut ( (004 








what if 




































You may want to draw some original 
computer pictures for the graphic 
Spaces in your travel flier. But how can 
you do this? You can't draw with 
crayons or paint on a computer. 


You're right. But you have other tools 
you can use for creating artwork on a 
computer. In fact, did you know that 
most of your favorite cartoons are 
drawn on computer? Drawings ona 
computer are made up of hundreds of 
dots called FREE. It is like a color- 
by-number drawing. 






Z 
] 
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eo 


Drawing 
- S ‘Tools 


The tools are shown on the screen in 
little pictures called [&YiEN. You use 
the mouse to select and use tools. 
Here is a list of drawing icons and 

_ their effect. 

fills the screen or a shape 

with a color you choose. 


lets you make different 
types of brush strokes. 





erases part or all of the 
picture. 





Look at the postcard below. Then fill in 
the drawing tool that was used to : 
create each area. | 


Oe 









RTISTS use different tools to create 
different effects. Some artists use spray 


paint, while others use thin brushes or 


charcoal pencils. These tools and more are 
yours when you create art on a computer. 





lets you make perfect 
circles. 





lets you make perfect 
squares. 





lets you draw straight lines. , 





I. truck 


ed 


. tires 


- Mountains 


wl 


sky 


a 


. clouds 


oOo w 


. cactus 


ACME 
BALLOONS 












Now that you understand how to use 
some of the drawing tools that are 


available, you can create some original 
artwork for your travel brochure. ED 


Have fun! 

















what if 





.eS1ZINg 
‘Text ana 


OMETIMES, when you fill in the actual 
headlines, text, and ope y nolo mm eat: hya en too 
_ Judge the space you have to fill. The pic- 
TR Tet used men ry a a arr a Here are some groups of headlines and 


graphics. Some are the same, but have 
look good in the graphic space that you de- been resized. Circle the headline or 


signed. Or the headline you created may [MRED Ct Rare .p 
be too large for its space. Do you think you ; 

have to start designing eee pean tole | VACATION 

again? NO WAY. You can re 

Resizing doesn’t delete or ent anything N E W YOR K 

into the graphic or text. Resizing lets you 
make headlines, text, or graphics larger or | 


raphics 


VACATION 


smaller to fit better into your design layout. 


BON VOYAGE! 


GOOD Luck: 


BON Voyage, 





Unscramble the following word jum- 
bles to make words or phrases about 
desktop publishing. Then use each 
word or phrase in a sentence. 








TABASE software is a computer 
tool that helps you to organize and store 





your data. You start getting organized by 
making lists of things. 








Which of these lists do you think you % 
ould use? Put a ch ) 












Names and addresses of friends you want to write letters to 
Titles of books you want to read on your trip 

Computer games that you play or awn 

Sights that you want to be sure to see on your trip 


Games to play in the car 














Many people use databases in their 
work. Look at the workers listed below. 
Write the type of information each 
person might put in a database. 












Video store manager 








Librarian 








Doctor 











software uses files to 


: us Ticket Agent . 
formation. — ee 





yo begin this section on data-_ : oS 
keepapictureofafilecabinet = 





ee — Hote! Reservation Clerk 
‘omponents of a database that you - 


be working with: © 











What if you had to plan a cross-coun- 
try trip? Where would you start? Let's 
use our database to organize a pretend 
. : cross-country trip. 
isa collection of 

related records. : 


su soanibehignienamiteenina 


= ean pa CRRDR 












What if a 






G atab ee) 


8, sing’ Fields to 
Plan Your ‘Trip 


F YOU were planning a trip, you would 
need to get organized. There are so many 
things to decide. Where do you want to go? 
When will you go and how long will you be 
gone? Will you take clothing for warm or 








cold weather? 





You can start getting organized by Let's create a database file to help you 


making lists. Where and when are you plan your trip. The file name will be 

going? Here are some suggestions: TRIP. The field names will be PLACE TO 

Disneyland, the Statue of Liberty, the VISIT, STATE, TYPE OF PLACE, and AVG. 

Grand Canyon, the Alamo, and Disney JAN. TEMP. 

World. Let's say you will go in January Draw lines to connect each PLACE TO 
when you are on winter vacation break. VISIT field to the STATE, TYPE OF PLACE, 


and AVG. JAN. TEMP. that describe it. 







type of place me 







z pLace to visit ; 


DISNEYLAND TEXAS 





ARIZONA | NATIONAL 


STATUE OF LIBERTY 


ALAMO FLORIDA | AMUSEMENT PARK 














GRAND CANYON CALIFORNIA | AMUSEMENT PARK 


DISNEY WORLD 


Now that all the fields are connected, 


F464 you have created five records. Each 
| row is a record. 








NEWYORK | NATIONAL MONUMENT 








ding’ Fields 
to a Record 












Here are some field names and 
some data you might enter if 

you were planning to visit the 
White House. 


I1:LD names must be unique. This means 
that no two field names can be the same. 












Now it's your turn. For each Place 
listed below, enter data into each new 
field. Find the city or town the place is 
in or near. Decide how long you want 
to stay and whether you will stay in a 
hotel, motel, inn, or campground. You 
can have the same data in more than 
one record. 


fai 


i 





Oe 





hi 


af 


Oy 
Hy 




















t—9 what if d 


“<ecords 
ina File 


> a manila file folder “TRIP.” This is your file. 
There are four Trip Record Cards below. Each record 


card has seven fields. 
Can you make the five record cards for the ¥ a PS 
A 


PLACES TO VISIT that are missing? Remember to use lou y 


a 


the same field names. This will be your database file. 


> 


Now you have nine records in your 
TRIP file. Next, you will learn how to 
sort your data. 





ceprecmmmenmemmnse®3'\i(joum 





Jorti ing by Letter 
WwW 


order. the most common a to Sort is | 
called J Tien ! le 
That is a eae way af saying "ABC 

order, which you have been doing 

for years. 








When you put fields in order with the a ZL fist then 

















Y, X, W... that is called Toad cee] ime) colo aun 
is just the opposite of ascending orate order. Now 
car a put this list of words in descending alphabetical order. 
travel ne ZYXWVUtSIrqpONMLkjikhgfedcbd 
adventure _ gasoline 
state ete restaurant 
city tent eee 
train a hiking 
airplane Se Suitcase 
hotel A home 
camping Ce tourist 
lodge Se Zoo 
monument 
wow! rou park 


dre d Wiz 


Now that you know you can sort 
words, let's get your TRU file into 


order. Sort your records into aon @&P 





SS 






what if d 


orting by Number 


ohn you may have numbers as data 
in your database file. As a matter of fact, you do. 
The AVG. JAN. TEMP. field has numbers. When 
a field has numbers, you can sort from smallest 
to largest: 1, 2, 3, ... and so on. This is called 

. You can probably 









ascending numerical order 
figure out what sorting numbers in 


descending numerical order Biteetipeee wet wtete 


the numbers from largest to smallest: 10, 9, 8, 







and so on. 


Here is a chance for you to practice 
sorting numbers. Put the numbers in 
Column A in ascending numerical order 
and the numbers in Column B in 
descending numerical order. 








UERY sounds like the word question. 


When you make a query, you are asking 


the database a question. 





















ee 
6 
ecooee® . ® 
Using your TRIP database file, answer ° 
the following questions. e 
e & 
@ & How many records have an average e 
e 
© January temperature between 50 and  @ 
@ ae % 
e & How many places are you going to @ 
@ 
* visit for more than three days? 
@ & 
@ ® 
® How many e 
e . . 
@ -How many @ At which places are you going to 
g : 
? 
e camp out: ° 





Having all the data entered into your 
database makes these questions much 
easier to answer. Imagine if, instead of 
9 records in your file, you had 200. It 
would take a very long time for you to 
answer these questions if you had to 
do it yourself. It's a good thing there 
are database programs! 











lists 





ascending records Alaska 


4 \ : Choosing from the words at the left, 
numerical organize question 


fill in the blanks to complete the 
sentences below. 


Chicago names alphabetical 








. /preadsheet 


FB De rence 





What is the difference between num- 
bers and numerical data? The number 


55 does not mean very much because it 


is just a number. By adding the 
description “hotel room costs $55 per 
night," you get data. 


You are going to use a spreadsheet to 
make a budget for your vacation. Your 
family will be spending money for lodg- 
ing, for food, for gasoline, for entrance 
fees to amusement parks and attrac- 
tions, and for souvenirs. Spreadsheets 
are very useful for working out budgets. 
A budget will help you plan how much 
money you will need to take with you 
on your vacation trip. 





Souvenirs 


Film/Cameras 





Below is a list of things you may want 


on your trip. 





Good friends 


good work! 


Spreadsheets cannot figure out which 
friends to bring. Spreadsheets cannot 
guarantee good weather. Spreadsheets 
can tell you how much money you 
can spend for food and hotels if you 


want to have money left over to buy EP 


souvenirs. 





You have to plan before you make your 
budget. Pretend you are planning your 
dream vacation as you answer each 
question. 





| learn how a spreadsheet works. . 









what if d 


wee ee 


A simple spreadsheet that will plan 
your budget for your trip might look 
like this. Figure out the total. 


If you had $500 to spend, would you 


have any money left? 


A spreadsheet program can add these numbers instantly and 
do a whole lot more calculating for you. 


But, Wait! Are these costs for one day or for one week? 
If you are trying to figure out the cost of a week-long trip, 
you need to change some figures. One item you need to 
change is listed below. Write down the two other items in 
the list above that you think are daily expenses. 


car rental 






Now that you know the data you want to analyze, you can 


I ee ee 


ee ec ee es, ee 











SPREADSHEET program uses a 
Rows go across, like this: to organize data. The work- 


CCT TT «= on Ee come) 


Columns go up and down like this: 





@ ®@ 
S ‘ 
e@ 
® 
When the rows and columns are placed e 
on top of each other, a grid is formed. . : 
et ® 
The worksheet grid in a spreadsheet e 


program is just like a tic-tac-toe grid. 


Play a quick game of 
tic-tac-toe with a friend. 


Each box that is formed when a row 


crosses a column is called a cell. In tic- 
tac-toe you put Xs and Os in the cells. 











In spreadsheets, words are called 
RECS. When you put numbers in 


cells, they are called ZINES). The 
labels tell you what the values mean. 


a | 
CO COO COCO O CCC Core LOCC eCe 


GP 


what if a ——— 
b AS Y 
Here is a worksheet to plan the ks e 


budget for your trip. 








Each column of a worksheet has a 






A spreadsheet can easily calculate 


letter at the top. The first column is those things that you will have to pa 
labeled A. The second column is labeled for each day. , 
B. Each row has a number at the left 
side of the worksheet. The first row is © Add up column B to find out the total 
row 1, the second row is row 2, and for each day. Write the total in the 
SO On. total cell for column B. 

G Put the missing column letters and & Add up column D to find out the total 
row numbers in the boxes on the for the whole trip. Write that total in 


worksheet. - the total cell for column D. 


o Would you add up the total in col- 
How many rows does the @ umn C? . , 


worksheet have? cc 


How many columns does Me 
(paver Why or why not? ~ 





‘ell Addresses: 


_OU just learned that columns are 
- When you are Rare with ene lettered and rows are numbered. The 
: sheets, you will use the cell address to is made up of the column 
find the data you need. Let's practice. letter and the row number put together. 
Bee ee uone Ter you. Cell addresses look like this: A5, B12, 
C19, ZZ100. 







4 







Now use the cell addresses to answer 
questions about this worksheet. 


Ro COST OF x oe - 
7 

















Car rental 


Hotel rooms — 





| le) Which cell has the cost of Film/Cameras 


a car rental for each day?......... ee 
: ym couvenirs — 


a 

3 

Ey Entrance ine 
Gy as 


Gs Which cell has the total 
COSEFON Car TeNtal? .n.cccscccesccsseces ; 





Gg Maps/ Brochures 8 
Books ie 
Ci 
EXPENSES 


&) Which cell has the number of 
days you are renting a car?....... 





. F i nD | 
Oo Which cell has the word "Food": © Which cell has the total for the whole trip? | 


a Which cell has the words 


MEntrance fECS"? ...ccccseccssscsesceeeceee © Which cell has the total daily expenses? . 


© For how many days are you traveling? - 


© Which cell has the cost of 
maps/brochures/b00KS? suns : 











7 ; what if — 
: ; hat 1f. 8 ae : 


Rp power of spreadsheets is being able to 
ask a What if? question. Let’s do that now. 








Go back to your spreadsheet on page 59. 





Here is one What if? question: 
What if we spend $5.00 a day less on 
food? How much more money would we 
have to spend on souvenirs? 


Can you think of four more What if? 
questions to plan your budget? 





























teeeeees SOFMULGS seeeeees 






Spreadsheets use formulas to add, sub- Spreadsheets use these symbols: + (add), 
tract, multiply, or divide values in cells - (subtract), * (multiply), / (divide). Did you 
to figure out totals. notice that the computer symbols for 






addition and subtraction are the same as 
when you write a math formula yourself, 


Match each math operation to its sign: 






Addition x but the symbols for multiplication and 
division are different? In the empty box 
subtrdction + write the computer symbols for the 


following formulas: 


MULtipLication =a 


division : O7[ J>-° @:[ J 
er e-B O-f- 7 


Draw a line to connect each spread- 
sheet formula to its description. 


Here is your trip budget worksheet 
again. Only this time, you can see the 
formulas that were used to get the 


answers. 


EACH DAY DAYS TOTAL 















Your trip budget spreadsheet uses 

many formulas. Explain what each 
formula figures out. (The first one 

is done for you.) 


COST OF 





Carrera 
| Hotel rooms — 
Food. 


ee fees 


© 2+03+D4+D5+D6+07+D8 


oe 


Souvenirs 


eae 

Books . De 

TOTAL EXPENSES oe D2+D3+D4+ 
D5+D64+D7+D8 





MONEY BROUGHT] 


a 


Ba a es BY EB 








UA 10ns 





What ' eEEEe 


R EMEMBER how you calculated the total expenses for 
each day? You used the formula B2+B3+B4. Keying 

in all those cell addresses can take a long time, and you 
could make mistakes. Imagine if you had to add up all 


the cells in 100 rows! Spreadsheets have built-in formulas 


that do all types of calculations automatically. These are 


SR functions F 


Different spreadsheets have different 
ways of keying in the functions. But 
basically, they are all quite similar. 


Instead of keying in B2+B3+B4, you 
can key in SUM (B2..B4). This tells your 
spreadsheet to find the SUM (or add 
up) all the cells from B2 to B4. 








The MZAWEH or AVERAGE function will 
find the average value in a group of 
cells. Let's say you kept track of how 
much money you spent each day in cells 
F10 through F20. To find the average 

you spent each day, you would add up 
the values in all those cells and divide by 
10. You would have to key in: 


(FIO+FI+F12+F13+F14+F15 
+FIG+F17+F18+F19+F20)/0 | 


The function AVG(F10..F20) in a spread- 
sheet could figure out the same thing — 
the average amount you spent each day 
during your vacation. 


“What else could you use the AVG function for? 















Data as Pictures: 


PREADSHEETS let you see your numeri- 
cal data as pictures. Spreadsheets can create 
pie charts, bar graphs, and line graphs. Pie 

You can make a bar graph to show the charts make your data look like a pie. Bar 


Oo egeclacicimuermcnvmers graphs make your data look like bars. Line 
on your trip. The graph has been started. 


graphs make your data look like lines. 
Use the figures below to complete it. 


$1,600 f= a 
$1,400 
$1,200 
$1,000 
$800 F 
$600 
$400 
$200 


Car Rental Hotel Rooms Food 





Here is the pie chart. Which slices do 
you think are for the car, food, and 
hotels? Write the words on the 


correct slices. 
eeee® 
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‘pread the 
Answers 


Circle the letter of the correct answer 
or write in your answer. 


a 


ee The computer software tool that @ Instead of keying in A1+A2+A3+ 7 
helps you analyze numerical data is A4+A5+A6, you can key in 
a 


a. SUM(A1..A6) c. (A1+A2+A3+ 


a. bedspread c. word processor A4+A5+A6) 
b. spreadsheet —d. calculator b. ALL(A1..A6) d. addemup(A1+A6) 
es The words in a spreadsheet are © Which of these is NOT a graph 1 
Caled ek aie ae “8 type? | 
a.values c. data | a. bubble c. line q 
b. words —d. labels b.bar —d. pie 





@& Cell addresses are made up of B 


the Why would you use a graph in 


a worksheet? 











a. row letter and column number 

b. column letter and row number 

c. row letter and row number 

d. column letter and column number 


@ The spreadsheet formula A1*B2 
means 







a. add the value in cell A1 to the 
value in cell B2 

b. multiply the value in cell A1 by 
the value in cell B2 

c. put a star in cell B2 

d. fill the cells Al and B2 with 

asterisks 










CD-ROM (Compact Disk, Read-Only 
Memory): A read-only disk that stores 
large amounts of data to be used by a 
computer. 

Cell address: The column letter and 
row number that tells you where a 
piece of data is in a worksheet. 

Clip art: Collections of pictures and 
designs that can be brought by special 
software into a word processing or 
desktop publishing document. 
Computer: A problem-solving machine 
that stores and processes information. 
CPU (Central Processing Unit): The 
part of a computer that processes 
information. 

Cursor: A small line, box, or picture on 
the screen that tells you where your 
next letter, number, or symbol will 
appear. 


Database: A software tool for storing 
and organizing data. 

Desktop publishing: A software tool 
for creating, formatting, and printing 
documents that have both words and 
graphics. 


Field: The smallest piece of information 
in a database. 

File: A collection of related records in a 
database. 

Floppy disk: A thin plastic 51/4" or 
31/2" device that stores programs and 
data that can be removed from a 
computer. 

Format: The way a spreadsheet 
displays a number in a worksheet. 
Function: A built-in formula in a 
spreadsheet that automatically does 
certain calculations. 





Graphics: Designs and pictures created 
and used by a computer. 


Hard disk: A device that is perma- 
nently placed inside a computer to 
store programs and files. 
Hardware: The parts of a computer 
that you can touch. 


Input: The information you give to a 
computer. 


Keyboard: The part of a computer that 
you use to input information by press- 
ing letter, number, and symbol keys. 


Monitor: The TV-like screen that lets 
you see your computer output. 

Mouse: An input device that rolls on a 
desk or pad. It moves the cursor around 
the screen. 


Output: The results that a computer 
puts out after processing information. 


Printer: A machine that creates a copy 
of the computer output printed on 
paper. . 

Processing: What a computer does to 
the information you give it. 


Record: A collection of related fields in 
a database. 


Software: The programs that tell a 
computer what to do. 

Spreadsheet: A software tool for ana- 
lyzing and organizing numerical data. 





Word processing: A software tool 
for creating text documents. 
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